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Microsoft Word to Adobe Acrobat Conversion 
 
Use the following instructions to set up Microsoft Word so that your Adobe PDF documents will 
be Section 508 compliant.   
 
Step 1:   Open MS Word (see figure below). 

 

 
 

Step 2:  On the MS Word toolbar, select Acrobat→Change Conversion Settings. 

 
 
Step 3: Under the Settings tab, select the eBook option from the Conversion Settings 

drop-down list. 
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Step 4:  Under the Office tab, check the following boxes: 

General: 
 

1. Convert Document Info 
2. Convert Cross-Document Links 
3. Convert Internet Links 

   
Word Features: 
 

1. Comments  Notes 
2. Text Boxes  Article Threads 
3. Cross-References & TOC Links 
4. Footnotes & Endnotes Links 
5. Page Labels (e.g., iii, A-1) optional 
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Step 5:  Under the Bookmarks tab, check the following boxes. 

1. Convert Word Headings to Bookmarks 
2. Convert Word Styles to Bookmarks optional 
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Step 6: Under the Display Options tab, mark the following radio buttons. 

Document Open Options: 
 

1. Bookmarks and Page 
2. Page Number: The default is 1, although you can change this to suit your preference. 
3. Open Magnification: Should be set to Default. 

 
Link Appearance: 
 
 Invisible Rectangle 
 

 
 
 


